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DATE: Jenuary 18, 1993

TO: Didrict Engineer
Didrict Fied/Congruction Engineers
Resdent/Project Engineers

FROM: Gerad D. Dobie
Engineer of Congtruction

SUBJECT: DOCUMENTATION OF CONTRACTOR CLAIMS

The Office of Commission Audit has just completed an audit on contractor claims and has recommended
that the Congruction Division improve the documentation of construction dlams.

The 1990 Standard Specifications, Section 1.05.12, provide a procedure whereby the contractor isto
natify the engineer of hisintention to make dam, isingructed in how to file acdam, is required to follow
specific record keegping procedures, and is ingructed in caculaion of aclam.

Robert Welke's letter to prequdified contractors dated May 21, 1992, outlines the steps and procedures
for the review of contractor clams.

Following are guidelines to improve the documentation and ingpection of imminent contractor clams:
1. At the firg indication of a clam for extra compensation, the engineer will take action to
assurethat al necessary information and documentationis gathered to respond to theclam
and that requirements of contract documents are followed.

2. Review Robert Welke's letter of May 21, 1992, and follow the procedure. (Attached).

3. The engineer will provide sufficient manpower to satisfactorily document and inspect the
work that is subject to clam.
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4, The engineer will keep records of the actud cost of the work or delays pertaining to the
clam. This can be done by keeping force account records. The 1990 Standard
Specifications, Section 1.09.05 and Section 1.09.06, specify the method of documenting
and caculating force account work.

The Construction Manud, pages 1-123 and 1- 136, outlines the forms and methods of
keeping force account recordsfor labor, equipment, and materias. The CPRKS, Version
3.0, using pentbasad computer technology, will help in documentation. Also, the most
important type of documentation on a project is the Ingpector's Daily Report (1122,
1122A, 1122B). Itisimportant that thisdocument be prepared completely, correctly, and
legibly.

5. All correspondence from the contractor pertaining to the claim should be answered in
writing as soon as possible, especidly |etters that have conflicting statements.

Minutes should be taken a meetings pertaining to the clam, typed, and copies should be
sent to dl participants.

Everyoneinvolved in the clam should be informed of his respongbilities.

6. Photographs and video tgpes should be taken if a dam is imminent; especidly cdlams
involving differing dte conditions and sgnificant changes in character of work and to
document progress.

All project offices have camerasthat record time and date on the photo. All digtrict offices
have video cameras available.

7. The engineer should make athorough review of the progress schedule and its controlling
items at the preconstruction meeting. (See CIM 1992-12). From the Inspector's Daily
Reports and other supporting documentation, the engineer should be able to compare the
as-built schedule versus the contract schedule.

This comparison isimportant in resolving damsdue to delays caused by weather, utilities,
changes, right-of-way, and granting of extensons of time.
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8. Additional documentation and inspection is necessary to strengthen the Department's
postion on a cdam, edablishing damages, determining delays, and evauating the
reasonableness of clams.

Engineer of Construction

GDD:KAG;d
Attachment

CC: Saff Engineers
Staff Technicians
S. Olszewski
S. Wehrle
Enginearing Services Divison
M & T Divison
Dedsgn Divison
MRBA
MAPA
MCPA
W. Homrich, OMA
H. Linne, Maintenance
R. Hunt, Finance (Starmail)
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